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Office of the Bursar’s Most Frequently Asked Questions



General Questions
1. What are the due dates for the fall and spring fee bills?

· Fall fee bills are due August 1st.

· Spring fee bills are due January 8th. 

2. Why do I have a balance due on my fee bill?

· Check your UConn Online Term Fee Bill. Log into the Student Administration System (SAS) and follow this navigation:

· Click on Main Menu

· Click on Self-Service

· Click on Student Center

· Scroll to the third section called “Finances”

· Click on the link “View Fee Bill”
· You may owe for tuition, fees, room and board, parking tickets, health service charges, etc. 

· Your financial aid package may have been modified due to an over-award. 

3. Why did my fee bill change?

· Financial aid revisions, course schedule changes, returned checks, late fees, changes in meal plan, changes in housing, parking fines, health services, or changes in residency status are some of the possibilities a fee bill may change. 

· All students are initially billed full-time fees. On July 7th and December 9th students may contact the Bursar’s Office to recalculate your fee bill to the exact amount of credits taken. 

4. How do I waive the Health Insurance charge?

· Log into the SAS and follow this navigation:

· Click on Main Menu
· Click on Self-Service

· Click on Student Center

· Scroll to the third section called “Finances”

· Click on the link “Create Student Permissions”

· Click on “Health Insurance Waiver” and complete the form

· You will receive a confirmation, and the change will appear on the fee bill in approximately 24-48 hours.
5. I am only a part-time student and I am not required to have health insurance. How can I waive the health insurance charge?

· Call or email the Bursar’s Office and we will defer the charge until the 10th day of class when the charge will be removed from your account. 

6. Why do I have a hold on my account?

· You have a past due balance that needs to be paid in order for the hold to be lifted. 

· A balance of less than $10 will prevent you from requesting your official transcript and accessing the gym. 

· A balance of more than $10 will prevent you from requesting your official transcript, accessing the gym, signing out library books, and adding courses. 

7. What does it mean when I have a negative balance on my fee bill?

· A negative balance occurs when there is an overpayment. If the overpayment is a result from financial aid then you will eligible for your refund on the first day of class.

· If the negative balance is from a parent plus loan, a check will be mailed home to the parent after the first day of classes (unless the parent chooses to have the check endorsed to the student).

· If the negative balance is due to a private scholarship which is not affiliated with UConn, or a personal payment (either check or credit card) you will need to go to www.bursar.uconn.edu Forms> Online Forms> Request a Refund check. This will not be available until 15 days after the payment was received. 

8. Why do I have a late fee, and how do I appeal it?

· A late fee is posted if the payment is received after the payment due date. 

· Late fees can be appealed by accessing www.bursar.uconn.edu and following this navigation:

· Click on the tab that says “Forms”

· Click on “Online Forms”

· Click on “Appeal a Late Fee” 

9. How can I change from Out of State to New England Regional?

· To make this change you must have a qualifying major. For additional information please refer to the following webpage: http://admissions.uconn.edu/content/tuition/new-england-regional
· If you are a graduate student, contact Ann Lanzit in the Graduate Office at (860)486-3617

Authorized User/FERPA

1. How do I become an authorized user on my student’s account?
· Have your student access the Student Administration System and follow this navigation:
· Click on Main Menu

· Click on Student Center

· Scroll to the third section called “Finances”

· Click on the second link “Pay Bill, Authorize Users, Manage Payment Plan”

· Click on the tab that says “Authorized Users” 

· Type in the name and email address of whomever they would like to deem an authorized user
· The authorized user will then receive an email with a temporary password. 
NOTE: If the authorized user did not receive an email, it could have been placed in their Spam folder.
· The authorized user will need to establish a password for their account. The authorized user will receive emails with updates to the bill and will have the ability to sign in to view and pay the bill.
NOTE: Authorized users will NOT receive an email regarding term fee bills for summer and intersession.

2. What is a FERPA access code?
· The access code is a 4-digit or letter combination which the student assigns to a designee for compliance with the federal law. The designee should have the student’s PeopleSoft ID number and FERPA access code in order to discuss the account whether it be on the phone, via email, or in person. 
· To obtain a FERPA code, have your student access the Student Administration System and follow this navigation:

· Click on Main Menu

· Click on Self Service

· Click on Student Center

· Scroll to the last section called “Personal Information”

· Click on “Other personal information”

· Click on FERPA Privacy Waiver and indicate designees. If the student would not like any designees, select that option and click “save and return to student center.”

Payments
1. Why am I charged a 2.75% convenience fee while making a credit card payment?

· The 2.75% convenience fee is charged and paid directly to the third party company that processes the credit card payments. The University is not involved with the charge or collection of this non-refundable fee. 

2. How do I make an e-check payment?

· Sign into either the e-Bill and Payment Suite or the Student Administration System. When making a payment select “e-bill” and type in the routing number and account number which are located on the bottom of the check. 

· Be sure to verify with your personal bank, as some banks use different routing numbers for online payments. If the incorrect routing number is entered, the check will be returned and a $25 e-check returned fee will be posted to the student’s account. 

3. Why isn’t my 529 Plan or CHET payment posted to my fee bill?

· This depends on when you request the check to be written from the 529 Plan administrators and when the plan administrator sends UConn the payment. Typically, it takes approximately 10 days from the day the check is sent in the mail, until it is posted on the student’s fee bill. As soon as the Bursar’s Office receives the check, it is posted to the account. 

4. I paid the fee bill twice by accident, how do I get refunded?

· If you noticed on the same business day:  Email cashoperations@uconn.edu as they can reverse the payment if it is an e-check. 

· If the payment is by a credit card:  The university cannot reverse the charge. 

· If noticed after the same day: We can write you a refund check in 15 days assuming you do not owe any other balance.
· If noticed after the same day: You can try calling your bank to see if they can cancel the payment. However, please note that this may incur fees both with your bank and the University.
5. I mailed a personal check in or a scholarship check was mailed in, but it was never posted to the account. Who do I contact?

· The scholarship check may not have your name or ID number on it, in which case, UConn will mail the check back to the lender.

· Contact the administrator for the scholarship and ask if the check has been cashed.  If it has, please ask them to provide a copy of the front and back of the cashed check to cashoperations@uconn.edu for further research.

· The check may not have been received or it may have been erroneously posted to a different account. Please follow up with your bank to inquire whether or not the check has been cashed.
6. I paid my fee bill online with an e-Check/Credit Card.  How can I print a receipt?
· When making e-Check/Credit Card payments, you can use a copy of your fee bill as your receipt. Your fee bill provides amounts and dates of payments credited. 
7. Why am I being charged a $25 Returned e-Check Fee when there were sufficient funds in my account?  Can the $25 fee be waived?

· e-Check payments can be returned for multiple reasons other than insufficient funds, including submitting incorrect account and routing numbers, or using an account that does not allow for electronic payments.  
· The University is charged for every returned payment, regardless of the reason.  Therefore, the $25 fee is charged to the student who made the returned payment.  
· This policy is specifically disclosed prior to finalizing an e-Check payment.
8. I submitted an e-Check, however my bank returned the e-Check due to insufficient funds.  Now there are sufficient funds to cover the payment.  Can UConn re-submit the e-Check?

· UConn does not have the capability to re-submit a transaction.  A new e-Check will need to be processed.
· Certain banks will attempt to resubmit the payment before returning the payment to UConn.  Timeframes vary but it can take up to 14 business days before we are notified of a returned payment.
9. Why did UConn submit my e-Check payment multiple times?  I am now being charged multiple times by my bank.

· The standard procedure for banks is to make two attempts for payment before determining that the payment must be returned.  This process is electronic, and unfortunately the University has no control over the process.  
NOTE: There will not be more than two attempts for a single payment.    
10. My e-Check was submitted multiple times in error. Can you cancel the duplicate transactions?

· If the e-Check was submitted the same day the Bursar’s Office is contacted, then our office is able to halt the processing of the payment.  In order to cancel the duplicate transaction, our office requires a written request via email addressed to cashoperations@uconn.edu. The request must be received before 5:00 p.m. that same day.  
11. How do I enroll in Graduate Payroll Deduction?
· Log into the Student Administration System and follow this navigation:

· Click on Main Menu

· Click on Self-Service

· Click on Student Center

· Scroll to the third section called “Finances” 

· Click on the link “Graduate Payroll Deduction”

· Follow steps to enroll

Payment Plan
1. How do I enroll in a payment plan?

· Log into the Student Administration System and follow this navigation:
· Click on Main Menu

· Click on Self-Service

· Click on Student Center

· Scroll to the third section called “Finances” 

· Click on the link “Pay Bill, Authorize Users, Manage Payment Plan”

· Click on the tab labeled “Payment Plans” and select the current term

· Follow steps to enroll
2. What are the due dates for the payment plan?

· Fall: July 15th, August 15th, September 15th, October 15th
· Spring: December 15th, January 15th, February 15th, March 15th
3. When is the deadline to enroll in the payment plan?

· The 10th day of classes. If you enroll after the first installment, you must pay any missed installments by electronic check. 

4. Why is the current balance and the statement amount different on the e-Bill and Payment Suite?

· The statement amount on the e-Bill and Payment Suite shows the original billing statement for the semester. The current balance shows recent activity including pending financial aid, payments, and changes in meal plans and housing.

5. Why is the amount due in the e-Bill and Payment Suite different from the amount reflected in the Student Administration System (SAS)?

· Any changes made in the SAS can take 24-48 hours to update in the e-Bill and Payment Suite. 

· The current amount due will not differentiate between the fall and the spring semester. For this reason, if a scholarship check was received for both the fall and spring semester, it will appear as if there is an extra credit on the fall bill. To view the semester’s break down of credits, one must defer to the SAS.
6. Why was a late fee added to my payment plan when the amount due was automatically deducted from my bank?

· There may have been outstanding charges on the account from a previous term which the installment plan covered, thereby leaving a balance remaining on the account. 
7. Can I set up a payment plan for a past due balance?

· The Bursar’s Office does not offer payment plans for outstanding balances. 
Refunds
1. I am receiving a refund for the fall term. Can those funds be applied to my account to cover outstanding charges from the spring or summer terms?

· Refund checks from the fall cannot go back and cover outstanding charges from the summer or spring due to the change in fiscal years. 

· To have the refund apply to past due charges, you will need to visit our office and sign the back of the check over to the University.
2. How do I enroll in direct deposit?

· Log into the Student Administration System and follow this navigation:

· Click on Main Menu

· Click on Self-Service

· Click on Student Center

· Scroll to the third section called “Finances” 

· Click on the link “Add or Edit Direct Deposit”

· Follow steps to enroll

3. If I have not enrolled in direct deposit, will my refund check be mailed home? 
· If you are enrolled at a regional campus: Your refund check will automatically be mailed home. 

· If you are enrolled at the Storrs campus: The check will be available for pickup and will remain at the Bursar’s Office for 21 days. After 21 days, the refund check will be mailed home.
Financial Aid

1. Why is financial aid not showing up on my bill?

· If you have been offered an aid package, be sure you have accepted the aid in your Student Administration System. 

· Ensure you have submitted all of the documentation required by logging into Student Administration System and clicking on “Items Required/Received”.
· After all paperwork is completed it can take 7-10 business days to post to your account.

· Be aware the bill can vary due to registration modifications, which may delay the financial aid appearing on the bill. Generally, financial aid is based on full-time status. If you drop below full-time, your financial aid will be affected. 

2. How do I defer an outside scholarship?

· Notify the Financial Aid Office of this scholarship and fax or email the award letter including the student ID number to the Bursars Office at (860)486-5234 or bursar@uconn.edu. 
3. Why is my alternative loan not appearing on my fee bill?

· Alternative loans must be certified by the Financial Aid Office. Once certified the alternative loan can take a few days to post to your account. 

4. Why did my financial aid package change?

· There are several scenarios in which your financial aid package could have changed:

· You dropped below full-time

· You received an outside scholarship which was not listed on your FAFSA

· Your residency status changed

· You changed campuses

1098-T Form
1. What is the IRS Form 1098-T?
· The Form 1098-T is a statement which colleges and universities are required to issue to certain students. The form provides the total dollar amount billed in a single tax year to your student account and is referred to as Qualified Tuition and Related Expenses (QTRE).
2. When will I receive my Form 1098-T?

· Your Form 1098-T will be available to you electronically on or before January 31st through the Student Administration System. The form can be accessed under the “Finances” section of the Student Administration System within the “Other financial…” drop-down box. Paper forms will be mailed on or before January 31st to those students who did not choose to receive their Form 1098-T electronically. 
3. Why does UConn report my charges instead of my payments?

· Institutions are allowed to report either payments received or amounts billed. UConn has elected to report the amounts billed to your student account and must report consistently for every student. We are not permitted to provide a Form 1098-T which reports the payments on an individual basis. 

4. I am confused, what is my obligation with the Form 1098-T.
· Unfortunately, we are unable to provide tax advice. For guidance and specific guidelines you can access the IRS webpage at www.irs.gov and search “Publication 970.”
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